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Introduction  
Pre s cription Review Pane l (PR Pane l ) mee tings are the primary forum for board decis ion -
making in support of the Pre scription Review Program (PR Program), one of the quality 
assurance programs at the Colle ge. The mand ate of the pane l is set out in section 1 -19(2)(d)  
of the Colle ge Bylaw s .  

T hese guide lines are inte nd ed to help pane l mee tings be efficie nt, effe ctiv e, inclus ive and 
result in cle ar, informe d decis ions. The College Bylaws set out the structure of the Quality 
Assurance Committee (and its pane ls), its Board and how decisions are ma d e with in the 
Colle ge, and the cod e of cond uct for board memb e rs and committee  and pane l  memb e rs.  

The se guide lines are also informe d by agre e ments that ex te nd beyond the Colle ge, notab ly 
the Declaration of Commitme nt to Cultural Safety and Humility, signed  by all provincial health 
regulators in March 2017 that sets out a vital pled ge to incre ase the level of cultural safe ty, 
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• Finance and CRA tax forms for review and comple tion to be returned to finance  
departme nt :  

o Board and Committee Pers onal Information Form  

o Federal Pers onal Tax Credits Return  Form  

o British Columb ia Pers onal Tax Credits Return  Form  

o Election to Stop 
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a hyb rid mee ting whe re some membe rs are attend ing in pers on and some are atte nd ing 
virtually. Membe rs will be encou rage d to mee t in pers on if it is a designate d “in pers on” 
mee ting.  If a pane l memb e r cannot atte nd in -pers on, the y will be require d to see k conse nt of 
the pane l chair to atte nd virtually and ensure that the staff memb e r organiz ing the mee ting is 
notifie d.  Remote mee tings tend to work best for straigh tforw ard discuss ions, whe re no group 
work is taking place or controv e rs ial decis ions are being made . 

Email  

Email mee tings are conve ne d for one spe cific purpos e only : eithe r whe n information nee ds 
to be diss e minate d quick ly, or an urge nt decis ion is required that cannot wait until the nex t 
sche d uled pane l mee ting . 

The meeting: before, during and after  

Before the meeting  

Agend a  

Agend as  are pre pare d by staff in cons ultation with the chair, based upon the respons ib ilitie s 
of the pane l  laid out in 1 -
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• re ad the mate rial care fully,  

• notify staff if the y are unab le to atte nd the mee ting (if this has not alre ady bee n done), 
and  

• notify staff if the y will be atte nd ing in- pers on or remote ly (if this has not alre ad y bee n 
done).  

Agenda ite ms may need to be add ed to the meeting package afte r the mee ting package has 
bee n made availab le  on  MS Teams. If this occurs, added ite ms will be note d as “Ye s ” unde r 
the head ing “Is Addition” and the date that it was add ed.   

Logis tics for remote participants 

To max imize mee ting effe ctive ne ss for participants joining remote ly, they should:  

• inform the chair in advance if the y plan to join the mee ting late or leave early  

• te s t equipme nt ahe ad of time  

• mak e sure inte rne t acces s is availab le and working 

• h av e a continge ncy in place in the eve nt one mod e of tech nology doe s not work  

• if on came ra, dres s appropriate ly, avoid ing stripe s or bold patte rns which can be 
visually distracting  

• if on came ra, try to have a natural ligh t source in front of the scree n and turn off any 
ligh t sources beh ind them  

• minimi z e background nois e  

• try to call from a land line if poss ib le (cell phones are prone to static interfe re nce)  

• h av e the dial- in numbe r, cod es or login details read y  

• k e e p aud io on mute unle s s spe ak ing  

• join the mee ting at leas t 10 minute s early to resolv e tech nical glitch es  

• not place the call on hold, in case the  call plays new s or music as part of its hold 
system  

During the meeting  

S e ction 3 of the Colle ge’s Code of Conduct Policy  sets out the require me nts for board 
membe rs ’  cond uct during mee tings. The same cod e applie s to PR Panel  membe rs, 
spe cifically:  

• accountab ility, inte grity and respe ct  

• activ e participation  

• d ive rs ity and inclus ion 

• 
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• For the sake of efficie ncy and effe ctive nes s, the chair will ensure that discus s ion is 
confine d to issue s that fall with in the pane l ’s auth ority and are rele v ant to the  issue 
being discuss ed.   

• Th rough out the discus s ion, the chair will high ligh t important points, clarify 
misund e rs tand ings, and kee p the discus s ion focus e d on the matte rs at hand.  

• Wh e n the chair belie ve s pane l  memb e rs have the information they nee d to cons ide r 
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• Wh e n a resolution has bee n put forw ard, make sure that eve ry one unde rs tand s what 
is being aske d of the m.  

• K ee p a list of issue s that are more appropriate ly disc us sed offline or at anoth e r 
mee ting.  

• Re me mbe r to formally clos e the mee ting, thank ing all participants, includ ing those 
atte nd ing remote ly.  

• M os t importantly, inje ct warmth, humour and fun into the mee ting whe re v e r 
appropriate . 

After the meeting  

It is alw ay s good practice for the chair to deb rie f regularly with manageme nt and support 
staff as soon as poss ib le to maintain strong and trus ting relations h ips, and ensure that 
mee tings continue to be manage d effectiv e ly.  

It is mand atory for all pane l memb e rs to c omplete the mee ting evaluation form with in one 
wee k of the mee ting . 
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